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SUMLTE Colleetion and Jistribution o7 Mgenoy Mall
on Saturdeys \

1, Bftective 3 Octobap 1953, collectior -nd Jistxl-
bution of inter-office Agency ¥ail by nersonnel assigned
o the Goneral Serviees (fPice il be discoullmuec om

weturdays, '

“, Lindted courisr sr messenger service will te

avallable for emergency use only, This msy be obtained
by calling Extensions| |

L, K, YEITE
Aeting Teputy Directos

{13 niztrntiond

Stbmitted bys

, /' GS0/RSD/LGCiew (23 September 1953)
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MEMORANIUH FORs  Speelal Asslstant to the Deputy Divecter (Adnin.)

IR ER v Categery 110 - Correspondence
HEIERENCE:  CIA Notiee Moo [ |

1. Your memo of 4 I’&sy 1953 mu@awé a detailed mhj&ct wtw
line with sstimsted completion dates for the various topics that
this office proposes to include in Section 110 of the Begulations,
The subjects listed in the contents page for this section include
theee items which are the concern of thiz office; namsly, CoIros-
nondence, forms, and postare stamp centrols, It sppoars that
Section 40 would be more fammrim‘;ﬂ for the relsted mmatmm
than fection 110,

2, Feollowing are our reasons for proposing ﬁm ezham;;@, the
- recommended nlacement of the r@galatmw in gquestion, the esti-

. mhted completion Bates for sach and the porson assigned regnong le
“F bility for e wch funetiont

‘ ’ ntrels, Thiz is o fupetlon af
tha tﬁi} Céemtrg @;@mim of the General Services
Office and should be included in the regulation
covering the entire mail operation, e have
tentatively indexed this section of the regu-
iatione for Yssuunce as R The pergon.
agsigned to orepars thies regulation is

| The estimated comsletion
date 1 3C Jure. '

“Szz’tmi' Mam of %&ff' =€;z§e.a§,ﬁ% ‘?he«&éz ﬁm’%&i@ets
are an integral part of our Recerds Menapement
Program and secordingly, should be included im
the Hecorde Mopapoment legulstions tentatively
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seheduled to e $rsued as R« Jabout 15 Juns,

Hovever, it is antiecipnted that procedures fop

hoth corrvespondence and forme ﬁmwmmt will be

g 1 I 8?0 1 oo issusd at & later date in handbook fesm
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A rwiaa& Covrosnondence Handbook iﬁi now ?:zemg
nrepursd byl | It e estimated
that miaa will be eomrleted sbout 1 Ceteober,

The meod for and the extent of covert repulstions
on the. “mmmﬁim and Forvardiag of Dispacches

i1l be established during the

eourse of gdeveloping and cleaxing the Corvos-
nondence Handbook, The ea%izaate& sonpletion of
the handbook for forms wamegensnt is 1 Janpary
1954. This projoct hus been tﬁﬁm@i’?&lﬁ assigned
to | |pending the EOI of the ine
dividusl who vill bave over-all mammaﬁ.bility for
the forms program.

Chief, General Services Office

mc*f i??/“m%:w (1 Jume 1953)
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